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The tmployee Pecord Card, attached, 1z intenlsad for use by oporaling
sfiuaiale as a'basis [or initlating persomnel sctions; rocording revern

*m,. 4cticns, trainin;, and’ rm.alifications; ani- no “in,( reprinands s

why oboar matters wiich nake up the personnel Joo od uhe oparating

:-‘w‘fli ;.ulo .

Do ‘,.’Pmparatian ad -aiftenance.
{1: -Present am loyoes.

The card should be preparasd from exletiag recopds 40 tie
operating officos. It is recoauwsnded that twos pogords be ohoowoo
with the Position Inventcry Control fiis in the appropriate Por-
sormml vivision (Overt or Jovert) prior o preporation of thw
Inployse Fgeord Carde,

{2} ‘E.ﬂ.ﬁ.

is.of 2 Fevruary 19”’ 1, the OFelb will be proparad on pow’
emy 10".“‘368 sutering on iuty in tiae appropriaie Jorsomel Divislon
{Gvart or Covert) and transmdtied to the appropriats office.

(3 subsequent entries should be handwriiten In e eperuling

-~ office Irom the informeticn on the Notification of Parscomi

+ aeddon. {5 standard Form 50 or Ctandard Form 52, a5 appropricte’ av
I'ro other official recwdm

Cs ? n_(J.,

- The mplayee E».e:om Carﬁ {OF 4t} is designed for use in poukst

- :type visible files, It should be filed in the swwe nanner at the
;.- operating level ds the Cervice Record Cards (67 7; are Uiled in‘tle
o ﬂ"érewml ulvision, fe, o

" {l} r;‘sy ‘}rgmxlm;icna’l level (Division, Biranch, sic,)

{7} witaln eaci orpanizational ievel by grade from alghost o
lowast {770 order),

he uployee Re: orn Cards should be filed in the vicible file

uiih Pogitdoan Identificauon Strips {SF 7d) to ‘om the EmplOvma

Recard H.).a.,
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- Tlock 0. ‘ Salor
Lransparciiug
2-5=3500 . - blue
2-5~3565 ‘ areen
2=5=3570 orsnge
2-5=3575 ‘ parple
2.5-2585 o
2=8i=35%0 vallow
ipague . ,
2-343595 . black
20543600 e
2-5=3606 - black & winite stripe
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3 _— S e urii,d Information )

L de  Lispesitisn. o - P

rmployee Fecord Cards for erployeos transferring to another offive
should be transmitted to the gaining oifice, il possible, Jards fov
: separated employees may be destroved. '

Yo FPLOYLE RECORD FILE

f ' The Dmployee Pecord Vile i arrsnsed to si ad the looation of pesitiong
| in tm organization and ths employees sveupying the positlons., 14 is sse

’ ot as folleowss
'? Ao }.’mpm di‘vi‘der cords to Loentify the orpaniza bional .,aww

the Filege “..Ee ‘"m; rizationsl entities such s Lrauches nay by
by wards of ong color, sestduns a gesond color, elo,

5. Lomplets a Pesition Tdentilicstdo s Stedp (0¥
mm» tion o show the rosition tiile end (M51lo%s) nuwm
catlon serdes ang o adme  Uniform atioreviations sho

¢e File the complated Tosition Idensifis
argsodzaiional sagment by grade frow b

;Ltﬁ.’\);. €« ‘1"5!& i“x.trh i3 &R .f.
24 Lo Lowewt,

g
&

tle uyzr"w;;v,w tmployes GHecord Uards on the appropriste ©
mem'* fication Ctrdpe in the ,kmpleyw Becord File.

. it will not be neceseary for the operating office o al
to the Bmployee Pecoxd Card for £allow-up purpnses sush as o
ray incresses, performance evaluetlob reperts and otper po
‘these are covered by the procedures uced in the Peysounel
the Pogition wamwwy Control ’“”la

8oLt ol

e If the volmm S oactions is ﬁufi‘ici@m Lo warrat b
ponding action inseris®, they nay be ssed in vhe wisidbl
the aprroprd am ;11., rovket W rocopd aotions pending in
[Hvision, :

‘3. GUPPLIES AND PoUIE sl

ge  Ihe following siandard fommz wre uzed for Dmployee leropd Viie
wr & hamEY : ‘

{1} P-lny, Esployee Racord Card.

{2) Standard From 70, Fesitdon Identification Sirin.

¥
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be  wh Pollowlng equipment may be used to maindadn thes SRS
sreral types of aquipnent are availsdle.  ne is e wok ley LATNY

witlen 1g portavle and will require storage in secure fil o dr
88i28. ‘These are suitable for small orpganiszations. :m Qr HeTH i ‘Jxo
lemer size nay be wsed even for larpge orpanisailen{e). The o tlnw Ly
of vouipnent is the cabinet file; in wiich file trays are arrangod for

rod with a2 oo Lination
lock. They are suit;able for Tiling the re.crds of wery larrs orpgani-
gations,

1) Tisible Recourd Book {for 3*"'- verdsr. 21 x 10 inches.
Capacity - 120 cardsc. ‘ :
Order a. 3 B 7005 (018 siock i,

{2) Visible Tecord Book (for fx8 savds). i ox 10 inchew,
. Copacity - 50 cards, '
(Presently progursd b Turshase Oviss; may be nade 014 sk
Ples 1Y denend warrantsio

Ead

R

Visible Vecord Book (for JiY cards).
Capacity » LU cexds.
fhyoemitly procured by Purchase TrdsrTy may be made UIn stoos

iven 1f demand warvants .

P

iy Visible hecord Cabinet {for BxZ cais).
Capacity = 17 file trays {each tray 76-80 cards).
Grder e IC T120 (0I1A stock item).

fa) visivle F:acom Cakinat Stand (single)
Wdider No. 3 hée“ : m.b. m"&‘.‘wﬁ PR ‘}c

(b Yiwirla Record Cahinot Stand {double)
Corder 9. 3 8 THES (CIr steck dtem).

Co . he 5110w ing suy lles are used to sigwl organdzationsl lesigratiche,

and Toy use as actlon or tiekler signsls:

{1} Blenk Index Canrds, Sx8, are used Jor organization deodgnations
in we Thployee Record Pile, Blue, tulf. salwmon and whiwe cards

are carried as CTA stock items. It is recommended that one colar .
bo wsed for sacl organizational level, ite., blue for divislons, buff
for brenches,; eut,

{i; Visivle Bscord Signals, 1/h inch x : /8 inch long;
box. Use as flag or as tickler for Emplogee Hlecord
by box. (G"'*’& stock item).

100 1 n

“a

e @ .J'T d# o

T

RESTRICTED
Security Informztion

Approved For Release 2000/08/16 : CIA-RDP80-00679A000100010125-8

-




